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Introduction:

Effective June 28, 2010 you will notice many differences in the CM/ECF menu screens and event
functions.  This handout can be used as a tool to become familiar with the changes listed below
and how they will affect you.  

1. New User Interface for Case Opening, Docketing and Editing Case Participants
 

a) Civil Case Opening ... page 2

b) Case Participant Tree ... page 3

c) Documents and Attachments ... page 4

2. Miscellaneous Modifications

a) Query Screen and Docket Sheet Report Modifications ... page 4

b) Changes to User Email Information Screen ... page 5

c) Combined Docket Report for Multiple Criminal Defendants ... page 5

d) Color Coded Case Flags ... page 5
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New User Interface
Civil Case Opening:
The Nature of Suit and Cause of Action fields have been modified to permit the user to filter the
items displayed in the pick list.  The user can enter characters in the Filter field, which
immediately narrows the drop down list to just the items that match the string entered.  To
change the filter, the user can type over the characters already entered, or click the Clear filter
button, which returns the contents of the drop down to the complete list:

Adding Parties, Editing Case Participants:
The next screen in civil case opening employs the new user interface.  The left partition contains
the controls to Add New Party and Create Case:
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Case Participant Tree:
The tree will be located in the left partition of the screen.  The following is a list of new icons
that will appear in the tree: 

Delete this party from this case.

Add new alias, corporate parent, or attorney.

Copy attorney(s) from other parties in the case to this party.

Edit the party, alias, corporate parent, or attorney. Only displays beside actual
names of participants, so if no participant has been added, this icon is suppressed.

Change the name of the party.

The Participant Tree allows the user to view a list of participants added to the case while
docketing either in collapsed or expanded form:

To add information to the party once they are a party to the case, click on appropriate icon
beneath their name.  The user may add an attorney by clicking on the attorney icon under the
party name, as well as copy an attorney from one party and add to another (if applicable).  The
user may also delete a party by clicking on the delete icon (red X) next to the party name.  Once
all parties have been added, click on Create Case above the parties in the left partition and the
case will be opened.
   
Note: If the user clicks the Back button from the participant processing screen, then clicks on the
Forward button without making any changes, the participants will remain in the participant tree. 
The user will be able to continue adding and modifying participants.  If any changes are made on
the previous screen, the participant tree will be cleared.
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Documents and Attachments:
The process of adding a main document and attachments has been streamlined into one screen:

As the user adds attachments, a new row will appear to allow another attachment to be added.  If
there is not another attachment to add, simply click on Next.  If the attachment should be
removed, click on Remove to the right of the row.  If the user clicks on Clear, all documents will
be cleared and the screen will return to the default state.

Miscellaneous Modifications
Query Screen and Docket Sheet Report:  
The Query screen has been modified to provide more options for more refined searches, allowing
users to run a query for a Cause of Action.  The Docket Sheet Report now allows users to select a
time period when running a report for a docket with a large amount of entries:
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Changes to User Email Information Screen:
When the user clicks on the Email Information button in the Maintain User Account screen, the
Email Information screen has been modified to provide more streamlined functionality.  The user
now has the option to be noticed per filing, a summary report when there is activity, or a “no
activity” notice when no summary noticing occurs.  Select the radio button for the preferred
option:

Combined Docket Report for Multiple Criminal Defendants:
Users can now run a combined Docket Report for a subset of criminal defendants in a multi-
defendant case.  A new checkbox will be displayed beneath the defendant list:

Color Coded Case Flags:
Case flags can now be color coded and may be used in the future:
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